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ASSI STANT POLI CE CHI EF

(Pronotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a highly responsible adm nistrative and
supervi sory | aw enforcenent position, the primary duty of which
is assisting the Police Chief in overseeing the operation of the
police departnment. The incunbent of this class may be assigned
to performthe duties of the Police Chief in the absence of the
Chi ef . The Assistant Police Chief assists in research and
pl anni ng for departnment operations, oversees the nmanagenent of
finances for the departnment, perforns public relations duties,
and provides for the preparation and nai ntenance of departnment

records and reports. In addition to adm nistrative functions,
the enployee of this class also oversees the |aw enforcenment
operations of the departnent. The Assistant Police Chief
receives special instructions fromand has work revi ewed by the
Police Chief. This class ranks directly below that of Police
Chi ef .

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned., neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Performs the duties of Police Chief in the absence of the

Chi ef . Assists in managing all operations of the police
departnment. Assists in determ ning how to organi ze operations
of the departnent, including how to deploy departnent
per sonnel . Conducts research and assists in the planning of

prograns and activities of the departnment. Conducts inspections
of the various services of the departnment, evaluates the
effecti veness of these operations, and takes appropriate action
to correct or inprove problem areas.

Revi ews incom ng conmunications; handles matters reviewed or
makes assignnments to staff menbers. |Investigates all accidents
i nvol vi ng departnent equipnent or personnel, determ nes the
cause, and makes recommendati ons on procedures to avoid future
accidents. Studies newlaws, regul ations, ordi nances, and court
rulings to determne if changes in departnment policies and
procedures are needed. Works with boards and agenci es whose
operations affect the police departnent.

| nvestigates conplaints against departnment personnel and
reconmends action to be taken in reply. Oversees depart nent
personnel policies, and keeps pronotional eligibility |ists,
maki ng recommendati ons for pronotion in accordance with civil
service |law. Assists in developing a training programfor the
departnment and sees that the programis properly staffed and
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supplied with training resources.

Keeps accounts show ng the noney and assets of the departnent.
Assists in the preparation of the departnmental operating

budget . Aut hori zes the expenditure of funds allocated for
department operation, making sure that such expenditures are in
accordance wth the budget. Purchases or recomends the

purchase of equipnment and supplies, keeping such purchases
within the established budget.

Assists in determning the format and content of departnent
records and reports. Supervises the maintenance of records by
reviewi ng those conpleted by subordinates and by periodically
inspecting systenms and facilities for maintaining them
Conpl etes any forns and records and wites any reports required
to docunment departnment activities. Wites letters in answer to
requests or as needed to handl e police departnent problens.

Meets with | ocal governnment, civic, or professional groups to
give reports, offer advice, make recomendations, or Kkeep
informed on local trends that may affect the police service.
Makes speeches or conducts denonstrations on |aw enforcenent
topics for schools or civic groups. Serves as departnment
representative to the news nmedia, releasing information and
answering questions concerning the work of the departnent.
Answers questions for the public about the operation of the
police department or related areas of |aw enforcenment work.
Coordi nates the work of the departnment with related federal
state, and |ocal agencies, releasing information and givVving
assi stance when needed. Coordinates special public service
projects to enhance the public inmage of the police departnent.
Acts as a consultant for snmaller |aw enforcenent agencies in
surroundi ng areas.

Supervi ses subordinate police department enployees. Hol ds
nmeetings to receive reports and dissemnate information.
Assigns duty areas and work schedules and approves | eave.
Eval uates the work performance of subordinates and wites
enpl oyee eval uation reports. Provides assistance in technica
areas of work. Resolves enployee conplaints and grievances, and
counsel s enpl oyees who are experienci ng work problens. Provides
for on- the-job training for departnment nmenbers.

Oversees | awenforcenment activities of the departnent, including
patrol and general |aw enforcenent operations, traffic control
and traffic accident investigation, crimnmnal investigations, and
speci al tactical operations.

Manages the general care, maintenance, and use of departnental

equi pnment, vehicles, and property. Provides for repairs and
regul ar mai ntenance. Meets with sales representatives to review
products and to make decisions on purchasing. Mai nt ai ns an

i nventory of supplies and equi pnent for the departnent and sees
t hat supplies are properly disbursed.
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Perfornms any related duties assigned.
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QUALI FI CATI ON REQUI REMENTS
Unl ess otherwi se specified, all requirenments nust be net before
adm ssion to exam nation.

Must neet all requirenents of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
States, being a qualified elector of the State of Loui siana, and
passing a civil service exam nation for the position.

Bef ore pronotion, nust pass a nmedical exam nation designed to
denonstrate good health and physical fitness sufficient to
perform any required duties of the position.

At the tine of application for exam nation, nust be a regular
and pernmanent enployee in the class of Police Mjor.
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